eS Cb aces 


FP lig A , 


Fi, 


ZLILLL 


va aboninhatiiainh 
Pade ab. Gis 


STUDY CONDUCTED BY. 


STATE OF ILLINOIS 


Otto Kerner, Governor 


Francis S. Lorenz 
Director 
Department of Public Works and Buildings _ 


Virden E. Staff | 


Chief Highway Engineer 
Department of Public Works and Buildings 


IN COOPERATION WITH 


U.S, DEPARTMENT OF COMMERCE 


Bureau of Public Roads 
Rex M, Whitton 
Federal Highway Administrator 


LAKE—GOUNTY TRANSPORTATION STUDY 
HOME INTERVIEW MANUAL 
1962- 


(Reprinted January, 1964) 


prepared by 


Urban Research Section* 
(Chicago Area Transportation Study) 
130 N. Franklin Street 
Chicago, Illinois 60606 


BE. Wilson Campbell 
Director 


*Since the initial preparation of this report, the name 
Urban Research Section 
has reverted to 
Chicago Area Transportation Study 


VII 


TABLE OF CONTENTS 


Your Job and Performance as an Interviewer 
Forms and General Procedures 


The Housing Unit and Who to Include 
in the Survey 


The Interview 
Origin and Destination Schedule 
The Interval Check 


Administrative Policies, Forms and Procedures 


Appendices 


Forms Used in Interviewing 


2” 


Digitized by the Internet Archive 
in 2023 with funding from 
University of Illinois Urbana-Champaign Alternates 


https://archive.org/details/lakecountytranspO0unse 


I. YOUR JOB AND PERFORMANCE AS AN INTERVIEWER 


A. GENERAL, 


As an interviewer in the Lake County Transportation Study 
it will be your responsibility to call in person at designated 
addresses and complete an interview to obtain detailed information 
about the household and trips made by persons living in the house- 
hold, The trip information will be obtained for a specified date 
to be known as 'Travel Date,' You will also check the addresses 
listed to insure completeness and accuracy of the sample, 


B. ADDITIONAL DUTIES, 


In addition to the basic interviewing duties you will be ex- 
pected to: 


1. Be available for day and evening work as required, 


2. Read and become thoroughly familiar with this Manual 
and other instructional material as assigned, 


3. Complete your assignments within the prescribed period 
of time, 


4, Mail or deliver to the Field Office the work completed 
each day. 


Do. Keep an accurate daily record of the work you.do, the 
time you spend, and the travel and other costs in- 
curred in’ doing your work, 


6, Perform your work in an effecient manner and develop 
a high degree of accuracy and thoroughness, 


C, PERFORMANCE STANDARDS, 


The success of the home interview survey depends, to a very 
large measure, on the work of each interviewer, Unless you obtain 
and record information which is accurate and complete, no amount 
of review or correction in the Field Office or the Central Office 
can substantially improve the reliability of the results, 


Your work will be reviewed in the Field Office, In addi- 
tion, measurements of the quality of work through recheck and re- 
interview procedures will be established to help insure high quality 
of information obtained and complete coverage of housing units to be 
included in the sample, 


a ae 


Your supervisor will inform you of errors and omissions de- 
tected in the course of reviewing your work, He will advise you on 
steps to take to avoid mistakes, Serious and frequent errors can 
be eliminated if you become thoroughly familiar with your Manual, 
Learn to use it and carry it with you on the job, 


Inform your Supervisor promptly of any problems or situ- 
ations that arise ’in which you need help or advice, With a consci- 
entious sense of responsibility to do your job, you will have the 
satisfaction of knowing you have contributed in an important way to 
the improvement of your community. 


D, INFORMATION ACCORDED CONFIDENTIAL TREATMENT, 


The information that you collect in this survey must be ac- 
corded confidential treatment, It will be so treated by the govern- 
mental agencies participating in the study. Individual reports will 
be used for statistical purposes only, and will be seen only by 
authorized employees of the participating agencies, Only statistical 
summaries will be published, and individual reports will not be used 
for purposes of regulation or administration of any program, 


II, FORMS AND GENERAL PROCEDURE 


A. FORMS YOU WILL USE, 


1. Interview Assignment, Form V-17. 


You will receive copies of Interview Assignment, 
The day and date for which travel data are to be obtained 
will be entered on the form; and, generally, the addresses 
of eight (8) sample dwelling units will be shown, In 
addition to the address of the sample dwelling unit there 
will be listed the address of the dwelling unit which 
succeeded each sample unit shown on the Interview Assign- 
ment, This additional information is included to assist 
you in locating the sample unit and to verify completeness 
of coverage, 
(ates in and D 


Ori estination Survey Interview Form V-18. 


ae Household Information to be Obtained, Data to 
be obtained regarding the household will include 
the type of dwelling in which the household lives; 
number of persons living at the address; number 
of automobiles owned by them; number of persons 
five years of age, or older, living at the address; 
number of out of area visitors at the address; 
a listing of all members of the household; rela- 
tionship of each member of household to the head; 
sex; race; age; occupation; and industry. 


b. Travel Information to be Obtained, From every 
dwelling unit selected for the sample, data will 
be obtained relative to travel, Travel data needed 
will include detailed information about each trip 
made by household members five years of age or 
over, number of trips made, mode of travel, points 
of origin and destination of each trip, route of 
travel, purpose of trip and other important in- 
formation, Information about children.under five 
years of age will not be obtained as relatively 
few trips are generated by pre-school age children, 


c, Administrative Record, Section V of the question- 
naire provides space for an administrative record 
in. Which you Will sreeord=jall of your calls, This 
Will telp you Go plan your time efficiently. 

Keep this record up to date at all times, 


d, Continuation of Travel Data, Separate copies of 
Form V-loOa (reverse side of Housing Unit Summary) 
will be provided, You will use this form for con- 
tinuing travel data when one form does not have 
enough space for recording the travel of all 
members of the household, 


3. Supplementary Data Sheet, Form V-18b. 


Certain additional information will be asked some or 
all households regarding vehicle stops made at the home by 
delivery trucks, visitors, etc,, the exact route of onepaucg 
driver trip, and size of the residential lot.” This wiles 
recorded on a Supplementary Data Sheet, to be attached to 
the Housing Unit Summary and Internal Trip Report, 


4, Other Forms You Will Use, 


a, lLdentification, You will be provided with an 
official letter of identification, You must 
show this letter to the respondent at the be- 
ginning of each interview so that he may read 
it if he wishes to do so, 


b. Interviewer's Daily Report Form, V-20, Interview- 
er's Daily Report, Form, V-20, is a summary of your 
daily progress, You will mail or deliver this re- 
port to your field supervisor at the end of each 
day's work, This must be done even if your super- 
visor arranges for you to make a daily report by 
telephone, since it is an official record )oteyamgs 
worked and mileage traveled, Your supervisor must 
also have this information to plan efficiently. 


c, Letter of Explanation to Respondents, Prior to 
the date designated for you to interview at sample 
dwelling units each household will have received 
an official letter explaining the purpose of the 
study, soliciting their cooperation, and inform- 
ing them of your scheduled interview, You will 
be provided with a few copies of this letter to 
be used at those households where the respondent 
has no recollection of such a letter having been 
received, 


ad. Interviewer's Request for Appointment Card, 


Form V-19, The interviewer will leave a copy 
of the Request for Appointment Card whenever she 
finds 'no one at home', or that a responsible 


B. 


adult is not present, This form allows the 
interviewer to tell the respondent when he 
will call again and also allows the respondent 
to indicate when he will be available, 


GENERAL OUTLINE OF PROCEDURES, 


Le Pattern “of Basic Interviewing, 


Bach household assigned to you will have a predesig- 
nated day and date set for which trip data are to be ob- 
tained, The date on which you are to conduct the interview 
will be shown on the Interview Assignment list, 


a. SGULLING =o1r Basic Interviewing, 


ae 
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How Work Will be Assigned, 


You will be given Interview Assignment 
lists, On each form there will be shown 
the addresses of the dwelling units and 
the day and date for which trip data are 
to be obtained, This is known as 'Travel 
Date,’ The interview date will be the 
next succeeding work day after 'Travel 
Date,! 


Additional Households, The addresses 
given on the Interview Assignment are 
intended to be the addresses of single 
households, However, you may find addi- 
tional households at the same address, 
Should this be the case you should list 
the additional households on the form in 
the Column headed ‘Location of Units Found 
in Interval Check’ and interview then, 
Also report these additional units on your 
Interviewer's Daily Report, Detailed in- 
structions in locating additional dwelling 
units are given in another part of this 
manual, 


Maps and Their Uses, Along with your assignments 
you will be given maps of the area in which you 


are to work, You will use them to assist you in 
locating the sample addresses, 


c, How Work Will be Controlled, You will report to 
your supervisor each day on Interviewer's Daily 
Report, Form V-20, This will keep him informed 
at all times of your progress, He may also 
arrange with you to telephone him periodically, 
and he will meet you from time to time, as you 
cover your assignment, to discuss your problems: 
with you, 


C.. _ DISPOSITION OF SCHEDULES, 


Ll, Review Your Work, 


You are responsible for the completeness and correct- 
ness of all schedules you fill. Be sure to review the com- 
pleted schedule while you are at the household and the res- 
pondent is available, This often saves a trip back later, 
Any omission or errors should, of course, be corrected on 
the spot. To assist you in being certain that your schedules 
are complete your field supervisor will ‘review your work with 
you to help you to avoid time consuming callbacks and follow- 
ups for omitted or inconsistent entries, 


ag Obtaining Missing Data 


Occasionally, after you have left the household and 
are reviewing your schedule, you may detect an item you 
omitted, If the household has a telephone, and you believe 
you can satisfactorily obtain the missing information this 
way, call the respondent; otherwise make a callback, 


3. Turning in Completed Work, 


a, You should review each schedule for completeness 
and accuracy before you leave the household, as 
instructed in paragraph Cl, At the end of the way 
you should again review the schedules completed 
that day, When your review shows the schedules 
are completely and correctly filled out they are 
ready to be turned in to the Field Office, Come 
pleted schedules must be turned in daily. 


b. Be: sure to check the date completed and enter the 
non-interview code for any such cases on the ap- 
propriate column of the Interview Assignment, 


c. When all the interviews at sample addresses listed 
on the Interview Assignment have been completed, 
these forms must be returned to your supervisor, 


d, Your Supervisor will instruct you whether to 
bring your completed work to the Field Office 
each day, or mail it, You will be provided 
with envelopes for mailing in your work, if so 
instructed, 


e, All questionnaires and corresponding Interview 
Assignment forms must be returned to the Field 
Office no later than the third work day follow- 
ing Travel Date, 


D, HOURS OF WORK, 


You will be expected to work five days a week, Tuesday through 
Saturday, working eight hours a day between the- hours of 9:00 A.M, and 
9:00 P.M. The hours of work will be adjusted to those times of the 
day when it is most likely that respondents will be at home, Consider-=- 
able evening work will be necessary on callbacks to interview persons 
who are not usually at home during the day. 


BE. CONTACTS WITH YOUR SUPERVISOR, 


1, During the Interviewing Period, 


During the first few days of your interviewing, you 
will be visited personally while you are at work by your Field 
Supervisor and possibly observers from other agencies partici- 
pating in the survey. During this visit with your Field Super- 
visor you will have an opportunity to cover any problems that 
arise early in, your work, Thereafter, you will be visited by 
your supervisor at longer intervals, 


eo Other Contacts, 


You should telephone your supervisor any time you have 
a problem on which to consult him for further instructions or 
the need for additional supplies, He will also arrange for 
other periodic contacts with you, 


III, THE HOUSING UNIT AND WHOM TO INCLUDE IN THE SURVEY 


A. INTRODUCTION, 


The definitions given in this section are to be applied in 
deciding whether or not a group of persons is a household, whether 
their quarters are one housing unit or more than one, who are members 
of the household, and what constitutes group quarters, 


B. WHY WE NEED A SPECIFIC DEFINITION OF A HOUSING UNIT, 


An Interview Schedule is to be completed for one, and only one 
household, It is necessary, therefore, that you determine at the 
beginning of the interview whether or not there is more than one 
housing unit at the address, To do this you must have a complete 
understanding of what constitutes a housing unit, 


If you determine that there are two or more housing units at 
a sample address shown on the Interview Assignment, Form VL? you 
will record them on the Interview Assignment form and complete an 
interview at each additional unit found, 


Ge 4 Lob. HOUSING, UN TE, 


1." fwo Kinds of Living Quarters, 


a. Housing units are found in private homes, 
apartment buildings, trailers, and other 
places where separate living arrangements 
exist, 


b. Group quarters are found in institutions, 
dormitories, barracks, and other places where 
people do not have separate living arrange- 
ments, Group quarters are defined and des- 
cribed in paragraph C-7, 


as Housing Unit Defined, 


Except as noted in paragraph C-7, a housing unit 
is usually a group of rooms or a single room occupied as 
separate living quarters by a family. However, a housing 
unit may also be occupied by a group of unrelated persons 
living together or by a person living alone, Vacant 
living quarters which are intended for occupancy as separate 
quarters are also housing units, 


53. Separate Living Quarters Defined, 


A housing unit is separate when its occupants do 
not live and eat with any other household and when there 
is either -- 


a. Direct access from the outside or through a 
common hall, or 


bob. A kitchen or cooking equipment for the ex- 
clusive use of the occupants, 


ys Types of Access, 


a, Direct from outside or common hall -- There 
are two kinds of direct access included in 
this category: 


i, Direct access from the outside -- 
An entrance to the housing unit 
directly from the outside of the 
structure, 


ii, Direct access through a common hall -- 
An entrance to the housing unit from 


a, haligelobbyslor vestibule used, by 
the occupants of more than one unit, 
The fall slobby, on vestibule is not 
part. of any unit butois clearly, 
separate from all units in the struc-— 
ture, 


b, Access through another unit -- The only entrance 
to the unit is through a room or a hall of an- 


other units, 


D2. Kitchen or Cooking Equipment Defined, 


a. A Kitchen is a room primarily used for cooking 
and the preparation of meals, 


b, A unit has cooking equipment when it has either -- 


i, A range or stove whether or not it is 
used regularly. or 


ii, Other equipment such as hotplate or 
electrical appliances if the equip- 
ment is used for the regular preparation 
of meals, 


- Je 


6, ‘Exclusive Use! of Kitchen or Cooking Equipment Defined, 


Kitchen or cooking equipment is for exclusive use 
when it is used only by occupants of one housing unit, The 
occupants of a housing unit need not all be related, If 
they live and eat together, sharing common space and facili- 
ties, their quarters constitute one housing unit, When 
there is only one housing unit in the structure, a kitchen 
located in it is always for exclusive use, 


7. Exceptions to Housing Unit Definition, 


a. If a room or group of rooms is occupied by 
five or more persons unrelated to the head 
of the household or to the person in charge, 
it is not considered a housing unit, It is 
called group quarters, 


b.. Do not enumerate trailers, tents, boats, on 
railroad cars if they are -- 


1. Vacant 
ii, »Used only for business; 


iii, «Used only: occasionally for extra 
Sleeping space or vacations, 


8, Examples of Housing Units, 


Usually a housing unit is a house, apartment, or 
flat. Sometimes it is a trailer or a hotel room, How- 
ever, a structure intended primarily for business or other 
nonresidential use may also contain a housing unit; for 
example, the rooms in a warehouse where a watchman lives 
or the quarters of a merchant in back of his shop, A 
railroad car, houseboat, or other unusual place is also 
to be classified as a housing unit if it is occupied, 

Here are examples of living arrangements of the occupants 
of housing units: 


a A single family or a, person living alone —-= 7A 


house, apartment or flat occupied entirely 
by a single family or a person living alone 
isone> housing? unit, 


b. Iwo or more families -- A house, apartment, or 


flat occupied by two or more families who live 
and eat together constitutes one housing unit, 


cc. Groups of unrelated people -- A house, apart- 


wal ie 


D, 


dwelling unit, 
living alone, 
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Guides in Applying 


ment, or flat containing four or fewer persons, 
unrelated to the head of the household but who 
live together in family style, is.one housing 
Uni bs 


Families plus friends or lodgers -- A house, 
apartment, or flat with four or fewer unre- 
lated persons, living with a family and sharing 


its living arrangements, is one housing unit, 


the Housing Unit Definition. 


Here are a few common rules to follow in the de= 
termination of what constitutes a housing unit: 


Be 


Bor fasone bee three ee s2853 rent ae: 
apartment and keep house together, Their apart- 
ment is one housing unit, On the other hand, 
two related couples, a man and wife and his 
parents, may occupy a house and have separate 
quarters in it, If they do, they live in two 
separate housing units, 


Consider the way houses and apartments are used 
rather than the way they are built -- In cities, 
particularly overcrowded sections, large apart- 
ments may be rented out room by room, and a 
whole family or even families may occupy one or 
two rooms, Each such separately rented space 
may constitute a separate housing unit, On 

the other hand, a two-family house with two 
kitchens occasionally is occupied by a single 
family which uses all the rooms and cooks and 
eats together, This house should be enumerated 
as one housing unit, 


Apply the census criteria for 


access and kitchen or cooking 


clusive use) only when people say they 1 live sepa- 


rately -- If people report that they live and eat 
together as a family group, no further inquiries 
need to be made to determine separateness, 


separateness Cdtrect 
equipment for ex- 


DEFINITION OF A HOUSEHOLD, 


A household is the entire group of persons who live in one 

It may be several persons living together or one person 
It includes the household. head and all his relatives 
living in the dwelling unit and also any lodgers 


, malds.. or sother 


persons not related to the head, who live there, 


q 
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WHO IS TO BE COUNTED AS A HOUSEHOLD MEMBER, 


1, General Rules, 


Three categories of persons in a household are to be 
considered as members of the household for purposes of ob- 
taining travel data, 


a, Persons, whether present or temporarily absent, 
whose usual place of residence at the time of 
the interview is this household, 


b. Persons staying in the household who have no 
usual place of residence elsewhere, 


c, Persons from outside the sample area who are 
visiting the household at the time of the 
interview, 


2c. Usual Place of Residence Defined, 


Usual place of residence means the place the person 
would name in reply to the question, ‘Where do you live'? 
More specifically, it is the place where the person usually 
sleeps, A usual place of residence must be specific living 
quarters held for the person to which he is free to return 
at any time, mail address alone does not constitute a 


usual place of residence, 


3. Persons With No Usual Place of Residence Elsewhere, 


This will include recent migrants, persons trying to 
find permanent living quarters, and other persons who are 
staying temporarily in the dwelling and do not have a home 
of their own, Instruction is provided in Part VI, paragraph 
B.1l.f. on classifying such persons staying in 'Non-dwelling 
unit quarters’ as 'Permanent’ or 'Temporary' occupants, 


4, Persons to be Counted as Household Members, 


a. Those persons living at home at the time of the 
interview, 


b. Those persons temporarily absent at the time of 
the interview, on vacation, visiting, or on 
business, 

c, Those persons who are in the hospital but who are 


expected to return in a short period of time, 


wad SLE ae 


New-born babies who have not yet left the 
hospital, 


All students (including student nurses) will 

be counted with the household in which they are 
living while attending school, When they are 
at home on vacation they will be counted at 
their homes, 


Domestic or other employees who live with the 
household, sleeping in the same dwelling unit, 


Boarders or lodgers who regularly sleep in the 
dwelling unit. 


Although visitors usually are not considered 
members of the household, for the purposes of 
obtaining travel data, you should include 
persons from outside the sample area who are 
visiting the household at the time of the 
interview, Such persons will be designated 
as 'Visitors' on the Form V-18, Housing Unit 
Summary. 


Dd. Persons Not to be Counted as Household Members, 


Do not count as members of the household the follow- 


ing persons: 


ae 


Persons temporarily visiting with the household, 
if their usual place of residence is within the 
Study Area, 


Persons who are living elsewhere while attending 
a school, If they are at home on vacation from 

such a school outside the Study Area, count them 
with the household, 


Persons who take their meals with the househoid 
but usually lodge or sleep elsewhere, 


Domestic employees or other persons employed by 
the household but who do not sleep in the same 
dwelling unit, 


Persons who were formerly members of the house= 
hold but have since become inmates of correct- 
jonal or penal institutions, mental institutions, 
homes for the aged or needy, homes or hospitals 
for the chronically ill or handicapped, nurses 
homes, convents or monasteries, or other places 
in which residents may remain for long periods 
of time, 


eelse 


f, Officers and crews of ships and persons living 
in lighthouses, 


g. Persons working abroad for the United States 
Government if their regular place of duty is 
abroad, . 


However, you must count as a member of the household 
any person who usually lives there if he is temporarily a- 
broad on a vacation or is away in connection with his work, 
He should be counted as a member of the household at his 
usual place of residence unless his regular place of duty 
is abroad, 


6. Summary of Rules on How to Consider Special Classes of 


Persons, 


a, Persons who work away from home, Some persons 


sleep most of the week in one locality to be 
near their place of work and spend week-ends 
or other non-work periods in another locality, 
Count such persons as members of the household 
in which they live while away from home, 


b, Domestic employees, Count as household members 
any maids, laborers, or other employees who 
live with the household and sleep in the same 
building unit. However, do not count domestic 
employees who sleep in separate houses or cabins, 
as members of the household, even though the 
house or cabin is on land owned by the household 
in which they are employed, 


c, Boarders and lodgers, Count boarders or lodgers 
as household members of the place where they are 


rooming or lodging, if that is their usual place 
of residence, The place where they are boarding 
or lodging is their usual place of residence if 
they stay there at least four nights a week, even 
if they spend week-ends some place else, 


ey ee 


IV, THE INTERVIEW 


AY WHO TO INTERVIEW, 


1, General, 


You must always first interview a responsible member 
of the household, preferably a person age 14 or over, 
é, Interview Personally Bach Person 14 Years of A 
Older Whenever Possible, 


ge. 


You should, whenever possible, interview personally 
each household member, 14 years of age or older, who travel- 
ed on the designated day or days, 


3. Respondent for Children Under 14, 


Travel data for persons under 14 years of age should 
be obtained from a responsible household member, preferably 
one of the parents, Remember that you do not record travel 
data for any person under 5 years of age, 


4. All Household Members Not Present, 


If all household members are not present, as will 
often be the case, you may obtain travel data for the miss- 
ing household members from a responsible household member, 


a. Select Most Qualified Adult. Select that 


adult member of the household who indicates 

he or she does have detailed knowledge of 

the absent person's travel, In some instances 
a person who is present will have accompanied 
an absent member of the household on the 
designated day, and can give you accurate in- 
formation about that person's travel, You must 
satisfy yourself that the person giving you the 
information about another person's travel does 
have detailed information, The respondent may 
know the general pattern of another person's 
travel, such as, that he went 'downtown' to 
work, or on a shopping trip, and then returned 
home, While this may be true, the person may 
have made several trips in the downtown area 
about which the respondent will not know, 


fora) atom 


b, Arrange Callback if No Adult can Give In- 
formation for Absent Persons, If none of 
the adult members present can give you all 
of the information necessary to complete 
the travel report for an absent household 
member, arrange to call back as soon as 
possible to interview the person, or persons, 
absent at the time of the original interview, 


5. Unrelated Household Members, 


Travel information for members of the household 
who are not related to the head of the household by blood, 
marriage or adoption, is to be obtained only from the 
persons themselves, The other household members will 
seldom have information on the travel of these people, 
Examples of such persons are lodgers, servants and visitors, 


6, Household Members Out of Survey Area on Desi nated Days. 


At sample addresses where the Interviewer has de- 
termined that all of the residents were out of the area on 
the Travel Date, try to complete Sections I, II and III of 
the Housing Unit Summary, from the neighbors, 


NOTE: Having determined that the residents were 
out of the area on the Travel Date -- no 
trips possible -- the schedule can be 
turned in as a completed interview instead 
of a non-interview, if information for 
Sections I, II and III can be obtained, 


B, CALLBACKS, 


1. When to Make Callbacks, 


Callbacks will be limited to two consecutive work 
days following the interview day. For example, if you 
call at a household on Wednesday to obtain Tuesday trip 
data but find no one at home, callbacks will be made on 
Thursday and/or Friday, if necessary, 


2. Number, of Callbacks, 


Should you find no one at home on your interview 
date and are unable to secure from neighbors information 
as to when members of the designated household may be found 
at home, leave an Interviewer's Request for Appointment Card 
at the designated household. Do not depend entirely on this 
card to schedule appointments, Your interviewing period is 


a he 
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limited to three working days following Travel Date, Check 
with your office as necessary to determine if respondents 
have called in to arrange an appointment, 


Schedule the household where interviews have not 
been completed for immediate callbacks, It is recommended 
that you make your first callback at such households the 
evening of the day of your original interview, While there 
is no limitation as to the number of callbacks to be made, 
make one or more during each of the two work days following 
the designated date of interview, Where possible schedule 
these at different times than your previous calls, 


3. Disposition of Non-Interview, 


If after the second consecutive work day following 
the interview day (the Friday callback in the example given 
above) the schedule is still not completed, it will be turned 
in as a non-interview, Reasons and codes for non-interviews 
are shown on your Interview Assignment Sheet, Be sure to ex- 
plain fully why an interview could not be obtained, 


TO BEGIN THE INTERVIEW, 


1. Introduce Yourself to the Respondent. 


The first step in the interview is to introduce your- 
self to the respondent by giving your name and by stating 
that you are with the State of Illinois, Division of Highways. 
Show the respondent your identification, Use an introduction 
Similar to the following: ‘I am from the State 
of Illinois, Division of Highways, Here is my identification, 
We are making a travel survey in Lake County and I would like 
to obtain some information about the travel of yourself and 
other members of this household, You will recall receiving a 
letter recently explaining this survey and telling you that 
Lowould, call! 


if the respondent did not receive the letter, or does 
not recall its contents, show a copy of the letter and allow 
Gime for it to be read, 


2. Ask the First Question as Soon as Possible. 


After introducing yourself, and if it is not necessary 
to allow time to read the letter as described in the paragraph 
above, continue immediately with the listing of all persons 
in the household, Have the questionnaire ready to record 
the answers before you ring the doorbell, If you are not in- 
vited in, after you have asked the first question, you may 
suggest that you can more conveniently record the information 


ally Me 


if you can come inside where you can sit down, You might 
also add that this will aid you in recording accurately 
the information, The sooner you get the respondent to 
participate in the interview the better, To start off 
with the interview is much more desirable than trying to 
describe the types of questions you are planning to ask, 


5. , Explaining The Survey. 


If a respondent questions the purpose of the survey, 
explain that it is being conducted cooperatively by the 
Federal, State, County, and City governments for the purpose 
of improving transportation in the area, and that certain 
information about travel of the residents of the area is 
necessary. 


If you are asked why you are interviewing this 
particular household, explain that this is one of the 
addresses selected in this area, Assure the respondent 
that who lives at this address has nothing to do with it 
having been selected, Explain that taken as a group, people 
living at the addresses selected will represent all the 
people who live in this area, If it is necessary for you 
to give additional information base it on your knowledge of 
the survey, Use your own words and adjust them to the level 
of understanding of the respondent, 


D, BE BUSINESS-LIKE, 


Combine a friendly attitude with a business-like manner, It 
is important that the respondent realize that the questions deserve 
his serious attention, This understanding can be achieved only 
through your own manner, Avoid 'talking down’ to respondents when 
explaining terms he may inquire about, It is important in this 
survey that you maintain an objective attitude, Do not indicate a 
personal opinion about replies you receive to questions, even by 
your facial expression or tone of voice, Being impersonal about 
the questions will be the best method for putting the respondent at 
ease, To keep the interview on a conversational plane, you must 
know the questions well enough so that you don’t sound as if you are 
reading them to the respondent, 


No unauthorized person is allowed to accompany the interview- 
er or to assist in the performance of his duties, Only authorized 
agents of the State of Illinois, Lake County, and U. S. Bureau of 
Public Roads, may act in this capacity, This does not prevent you 
from receiving unpaid assistance from interpreters to assist in ob- 
taining information from persons who do not speak English, or persons 
who may be able to give you information concerning absent household 
members, You MAY NOT delegate your authority to any other person or 
permit anyone else to do any of the interviewing for you, IN NO CASE 
IS THE SCHEDULE EVER TO BE GIVEN TO THE RESPONDENT TO FILL OUT FOR YOU, 
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Interviewers are not permitted to accept refreshments or to 
smoke while in the home of a respondent, If refreshments are offered, 
be gracious in refusing, to avoid offending, We realize that a soft 
drink or a cigarette would be a very pleasant interlude; however, it 
could well create embarassing situations, and is definitely time- 
consuming, 


E, HOW TO ASK THE QUESTIONS, 


1 oe Der ONO rT s.0tO..Low, 


Ask the questions in the order outlined in the train- 
ing. session, If you change the order, you will find that both 
you and the respondent are likely to become confused, 


e, Ask Bach Question Exactly as Instructed, 


The wording and the order of each question has been 
tested in actual interviewing; the questions have been de- 
Signed to? give the desired information, Therefore, the 
uniformity and value of the final results depend on every 
interviewer asking the questions in the same way. The word- 
ing of questions to obtain the correct response is covered 
an detail in the next section, 


Some of the dangers inherent in improper wording of 
questions are illustrated in the following section also, 


Dee AvoLa Influencing the Respondent, 


It has been learned from many studies that res- 
pondents tend to agree with what they think you expect them 
to say even though the facts in the case may be different. 
Therefore, you must avoid 'leading' the respondent by adding 
words to the questions or making slight changes in them, 
Even slight changes which may seem to make no apparent 
difference can prove harmful and should be avoided, 


F, LISTEN TO THE RESPONDENT, 


Listen to the respondent until he finishes his statement, 
Failure to do so can result in your putting down incorrect or in- 
complete entries, The two most common types of errors interviewers 
make in this regard are: 


1, Failure to listen to the last half of a sentence be- 
cause he is busy recording the first half, 


2, interrupting the respondent before he has finished, 


especially if the respondent hesitates, A respondent 
often hesitates when he is trying to recollect some 
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fact, and you should give him sufficient time to do 
this, Also, people will sometimes answer 'I don't 
know,' at first, when actually they are merely con- 
sidering a question, When you think that this may 

be the situation, wait for the respondent to finish 
his statement before repeating the question or asking 
an additional question, 


G, REPEAT QUESTION WHEN NECESSARY, 


The respondent may not always understand the question when 
it is first asked, Sometimes you can tell from the respondent's 
answer that he has not understood the question, In this case re- 
peat the question using the same phrasing as you used originally. 
This should not prove to be offensive to the respondent since he 
hasn't understood what you said in the first place, Frequently 
the respondent is capable of understanding the question but has 
missed a word or two, If you think it helpful, you can preface 
the repeating of the question by a phrase such as 'I see’ or 'Oh 
yes,' or the like, and then continue with the actual question, A 
conversational tone will go far in concealing the fact that you 
are repeating a question, You can make it sound like a new question 
while using exactly the same words, 


H, WHEN TO ASK ADDITIONAL QUESTIONS, 


Sometimes a person will give you an answer which does not 
furnish the kind of information you need, or one that is not com- 
plete, You should always ask additional questions in such cases, 
being careful to get the respondent to do his own explaining without 
your suggesting what the explanation should be, In all sections of 
the questionnaire you should ask as many questions as necessary to 
satisfy yourself that you have obtained complete and accurate informa- 
tion insofar as the respondent is able to give it to you, Knowing 
when to ask additional questions is especially important with regard 
to the ‘trip report.' The respondent may tell you of only one trip 
which is actually several trips since intermediate stops were made, 


I, HOW TO ASK ADDITIONAL QUESTIONS. 


The first step in asking additional questions is to know when 
they are needed, and the second step is to know how to ask them in 
such a way that you obtain the information you need, while not in- 
fluencing the respondent's answers, There are many acceptable phrases 
that can be used as general inquiries to draw out the respondent such 
as 'Please explain that a little more,' In all cases you will need to 
fit the questions to the information you have already been given, The 
examples given below point out some acceptable methods of doing this 
as well as some methods that are not acceptable: 
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Acceptable Not Acceptable 


(a) You say your first trip Did you drive anybody to 
yesterday was from home work yesterday morning 
to work, Did you make a or do any shopping on 
stop to pick up a passenger, the way to work? 
to shop, or for any other 
reason? 

G9) You parked at 5th and Main Was 5th and Main Sts, 
Sts, Was that your desti- the end of your trip? 


nation or is that where 
you left the car? 


The preceding examples illustrate some of the problems in 
asking additional questions, In (a) the ‘Acceptable' questions 
determine whether the respondent made any stops that would consti- 
tute the end of a trip, while the 'Not Acceptable’ question merely 
elicits some additional information that will require still more 
questions, Inexample (b) the ‘Acceptable’ entry determines 
definitely where the trip ended, whereas the 'Not Acceptable’ entry 
in effect asks the respondent to define the end of the trip. 
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Use observation as well as questioning in order to obtain 
complete “information, For example, if you see a person in the house 
who appears to be at home there and he has not been reported as a 
member of the household, find out whether or not he is, 


K, RECORDING INFORMATION CORRECTLY, 


1, General, 


Recording the information exactly is just as im- 
portant a part of the interview as asking the questions 
correctly, This involves writing clearly and plainly, 
recognizing in advance the amount of space allotted for 
descriptive entries and adjusting the size of your writing 
to fit into the space provided, If additional description 
is required make free use of comments space on the question- 
naire, Be careful not to leave blank spaces where they 
should be filled in, You must use pencil to complete the 
schedule, 


he Recording Answers, 


Bvery effort should be made to encourage the res-= 
pondent to give specific and complete answers to the questions, 
However, it may happen in rare instances that the respondent 
doesn't have the specific information needed to answer a 
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question, In such cases, you should obtain the best infor- 
mation possible and make free use of the comment section to 
clarify your entry. Be certain to identify the comments 
with footnotes, 


L, HOW TO MAKE CORRECTIONS, 


You may erase original entries, If the entry consists of 
writing on the questionnaire, erase the original entry and make 
the new entry. If the entry consists of checking a box on the 
questionnaire, erase the entry in the box originally checked and 
then place the check in the proper box, Do not copy questionnaires 
over, Copying is often a major source of error, 


M. HOW TO DEAL WITH REFUSALS, 


Our experience has been that refusals to cooperate by res- 
pondents are rare, In some instances the refusal may be due to 
suspicion or misunderstanding of the purposes of the survey. If you 
encounter a respondent who refuses to answer the questions, attempt 
to find out the reason for his refusal, If he misunderstands the 
survey, again explain its purpose and stress the confidential treat- 
ment accorded all information furnished by the respondent, You must 
always be completely objective when talking with a respondent, Do 
not enter into an argument with him, or consider his refusal as a 
personal affront, If you are unable to obtain his cooperation, do 
not threaten him with any action, You must ‘leave the door open! 
for a follow-up visit by your supervisor who will try to gain the res- 
pondent's cooperation, Immediately notify your supervisor of all re- 
fusals, 


N. HOW TO USE MANUAL DURING INTERVIEW. 


Always carry your instruction Manual with you, Despite the 
fact that you will become familiar with the instructions before 
interviewing, some situations may be encountered that will present 
problems of classification, especially during the first few inter- 
views you conduct, In such cases you can usually continue with the 
interview and refer to your instructions after completion of the inter- 
view, This may be done while you are still with the respondent or 
immediately after you leave the house and are still in the neighbor- 
hood, 


O, REVIEW OF WORK, 
Be sure to look over the schedules while you are in the 


house and with the respondent so that you can ask any additional 
questions that are needed, This often saves a callback, 


pase 


V. ORIGIN AND DESTINATION SCHEDULE 


A. GENERAL LAYOUT OF THE SCHEDULE, 


The interviewing schedule is comprised of a face sheet, 
Form V-18 (Housing Unit Summary), and on its reverse side, Form V-18a 
(Internal Trip Report.) The face sheet is divided into five sections, 


1, Housing Unit Summary - Form V-18., 


a. Section I - Identification Section, This section 
includes the descriptive items needed to identify 
the address which you are to interview, and pro- 
vides for entering the telephone number, the 
type of structure, and the date for which travel 
information is obtained, 


Doce ctlous momUctlpants tol Dwelling Unit. This 
section provides numerical items concerning the 
number of persons living at the address, cars 
owned by them, and visitors present, 


¢. Section III = Household Composition, This section 
includes a listing of all members of the house- 
hold, showing relationship to head, sex, race, age, 
occupation, industry, information on who made trips, 
who, if anyone, walked to work, and whether trips 


were made while at work, 


d. Section IV - Trip Summary, This section, which 


will be filled out after the interview is com- 
pleted, contains space for summarizing total 
number of trips reported, number making and net 
making trips, number with trips unknown, and the 
reason for incomplete trip data, 


e. Section V - Admistrative Record, This section 
provides for the recording of certain adminis- 
trative records concerning the interview: name 
of interviewer, date and time of calls, and com- 
pletion date, The ‘comments' space is for your 
use in entering any pertinent comments with 
reference to this schedule, The items at the 
bottom of the section are for office use only. 
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2. Internal Trip Report - Form V-18a, 


This form provides for recording trip information; 
i.,e., where and when trips began and ended, the mode of 
travel, trip purposes, and, for drivers, the number of 
persons in the car, 


B. SPECIFIC INSTRUCTIONS FOR EACH ITEM, 


Le ection. = JDdentification. 


When you receive the schedules they will be com= 
pletely blank, Before going out for a day of interviewing, 
enter in Section I, the below designated items which will 
be obtained from the Interview Assignment sheet, 


aes 
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Sample Number and Travel Date, (Item A). 


Enter sample number from the Interview Assign-=- 
ment, Record the day and date for which travel 
information is being obtained, 


Interview Address (Item B), Each sample ad- 
dress is listed on a numbered line on the Inter- 
view Assignment, Enter the sample address for 
the schedule in the space provided, Also enter 
telephone number, Enter ‘none’ if the house] 
hold has no telephone, 


Structure Type, (Item C), In order to de- 
termine, single, double, and multiple struc- 
tures, it is necessary to first define the 
structures, A separate structure has; 


i, Open space on all four sides; or 


ii, Permanent vertical walls dividing 
it (from ground to roof) from all 
other structures, 


Circle the number just preceding the word(s) 
that correctly describe the type of structure, 
For example, Circle '1, Single Unit' if there 
is only one dwelling unit in the structure, 


Was This Structure Built After April 1, 1960? 


(Item D), Place an 'X' in the Yes or No box 


depending upon the answer, 
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Type of Living Quarters and Occupancy, (Item E), 


Living quarters can be classified broadly into 
three types -- Housing units, Group quarters 
or Special Housing units, Definitions are 
given ins Partel. le. 


If the type of living quarters at the interview 
address meets the housing unit definition you 
willvencircle '1, Housing unit.' This will be 
the most common type of living quarters, 


If the type of living quarters at the interview 
address does not meet the dwelling unit defi- 
nition it will of course be classified as 'Group 
quarters' or ‘Special housing unit,' 


II - Household Information, 


Item A, How Many Passenger Cars Are Owned 
and/or Garaged at This Address? (Include 
Company Owned Cars), Enter the number of 
passenger cars owned by residents at the 
interview address, Company-owned cars (in- 
cluding government cars) which are operated 
by a resident. at the interview address, and 
normally parked or garaged at the interview 
address, will also be included, 


Station wagons and jeeps are counted as 
passenger cars, 


Trucks or buses of any type will not be in- 
cluded, 


Taxicabs owned by residents, or by others, 
will not be included, 


Junked vehicles (those which will not run and 
will not be fixed) will not be included, 


Item B, Make, Year Model. License Number of 
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Bach Car, Obtain this information for each 
car owned and/or garaged at the interview 
address, Space is provided for four automo- 
biles, 


Item C, How Many Persons Live In This Household? 


Enter the number of persons whose usual place of 
residence is the sample dwelling unit, (Refer 
to Part V for a detailed discussion of 'Usual 
Place of Residence, ') 
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Item D, How Many Persons Five Years of Age and 


Over Live In This Household? Age refers to age 
as of last birthday. 


e, Item E, How Many Out of Area Visitors Five 
Years of Age and Over Are Staying In Household 
Overnight? In addition to the persons ordinarily 
living at the address you must determine if there 
were any visitors five years of age or over in 
the household on the Travel Date, Persons to be 
counted and included in this space must: 


i, Have a usual place of residence which 
is outside the Study Area, 


ii, Have been present on the Travel Day. 


iii, Be currently visiting in the household? 


3. Section III - Data For Persons Five Years of Age and 


Over (Include Residents and Out of Area Visitors). 


Information on all’ persons: five years of age "or 
over who are residents of the sample address, or who are out 
of the area visitors, must be listed in this section, One 
line is to be used for each person, 


Column (1) - Person Number 


Each line is numbered to identify the person being listed, 
If there are more than 10 persons in the household, use 
another form, and change the person number to i111, la lay 
14, etc, Be certain to circle the line number of each 
person interviewed in the household, Hence, if you inter- 
viewed persons 1, 2, 4, draw a circle around each of these 
numbers, 


Column (2) - Sex and Race 

Circle 'M' for male or 'F' for female for each person listed 
in Column (1), Circle ‘W' for white and 'O' for Other, 

The 'Other' term includes: Negroes, Orientals, etc, Obtain 
race by observation, without asking questions, 


Column (3) - Age 


Enter the age as of last birthday for each person listed, 
If the exact age cannot be obtained, enter the best estimate, 
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Column (4) - Person Identification 


This column will be used to show how each person listed 
is related to the head of the household, 


The head of the household will be listed on the first 
line, thus, the first designation in Column (4) will be 
"Head,' Others will appear in the following order, when 
they are applicable, 


Wife 

Unmarried Children 

Married Children 

Husbands and Wives of Married Children 
Head's Grandchildren 

Other Relatives 

Non-Relatives 

Visitors 


Do not list the names of any of these persons, 


Although the 'Head" teenot, rigidly, defined) .in general 
this will present no problem, It is usually the 'bread- 
winner' who owns or rents the dwelling unit, In some 
cases there is no male head and a widow or a single woman 
may be the head, In the event you find a father anda 
grown son living in the same dwelling unit, the person 
who owns or rents the dwelling unit may be considered 

to be the head, 


If two or more persons who are’ not related by blood, 
Marriage, or adoption share one dwelling unit as 
partners, enter ‘Head! for one’ and ‘Partner! for the 
other(s), 


Colunm (5) )+) Drive ai Gar? Yes. No, 


Determine for all persons 16 years of age or over, listed 
in column 4, whether or not they have driven a car in the 
last two months, Enter a check mark in the appropriate 
box (Yes or No) depending on the answer, 


Column (6) - Occupation, (See Appendix II ‘Occupation 
and Industry Summary’) 


In this, column, enter on(the proper line for each person 
precise information about the kind of job held or activity 
in which the person is engaged, Obtain this information 
for all persons who are five years of age or older, 
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i. Suggested Question, A suggested question 
to obtain this information is: ‘What kind 
of work does do?Rleli the 
response to this question is*the title of 
his job, enter this information, In the 
case of youngsters, verify the fact that 
they are students, 


ii, Unclear Job Titles, You should ibe alert 


to the possibility that the job title given 
you_may not clearly distinguish the exact 


nature of the occupation, For instance, 
the term ‘engineer’ may refer to railroad 
engineer, electrical engineer, etc, Simi- 
larly, the term 'nurse' may refer to nurse- 
maids, practical nurses, nurses' aides, or 
registered nurses, In cases such as these, 
nature of the work, If necessary describe 
the occupation under ‘Comments’ in Section 
LVS 


iii, Handling Vague and Lengthy Responses, If 
the respondent says she doesn't know what 
her husband does or gives a vague descrip- 
tion such as 'laborer,' ask additional 
questions to obtain as much information as 
possible about the nature of his work, If 
you have any doubt about the classification 
of the person's occupation, then, describe 
what they do under 'Comments' in Section IV, 


iv. Strange Occupations, You may run across 
occupations which sound strange or funny 
to you, Accept such reports if the res- 
pondent is sure the title is correct, For 
example, ‘sand hog’ is the title for certain 
workers engaged in the construction of under- 
water tunnels, and printer's ‘devil' is 
sometimes used for an apprentice printer, 


ve. Use of Appendix - II, To give you some idea 
of what approximate job titles are like, 
Appendix II contains a list of occupations 
and their codes, The description you enter 
must be translated into codes such as these, 
Do not rely on this list while you are inter- 
viewing a respondent, but be familiar with 
the ‘type’ of description or titles that it 
shows, so that you will be able to recognize 
an ‘adequate! job title or job description, 
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vi, 9 fwo ror More’ Wobs,;.) In some instances 
a person will have more than one job, 
Enter the job or occupation at which 
he works the greatest number of hours, 
or the job he considers his ‘regular'! 
One 


vii, Temporarily not Working, Persons who 
have a regular occupation, but who are 
not working because of sickness, strikes, 
temporary layoff, etc., but have a job 
to which they will have a definite date 
to return within 30 days will be described 
by their usual occupation, 


viii. Unemployed Persons, Persons who have a 
regular occupation, but are currently 
unemployed, should be described by the 
term ‘unemployed,’ This is also true of 
persons who are on ‘indefinite layoff,' 
Thateis, they have no specified date to 
return to jobs from which they have been 
laid off due to strike, material short- 
ages, etc, 


ix, Other Activities, For persons who do not 
work and have no regular occupation, enter 
their principal activity such as; house- 
wife, student, retired, unable to work, 
looking for work, 


x. Part-Time Workers, If a person worked at 
a job six hours or more during a single 
day of the clast week; the nature of the 
occupation will be described, However, 
in the case of housewives and students, 
they should be reported as such, unless 
they have full-time employment for pay, 
in which case the full-time job should be 
reported, 


Column (7) - Industry (See Appendix II "Occupation and 
Industry Summary, ') 


For each person for whom you have listed an occupation 
in column (6) you must enter in column (7) the kind 

of business or industry in which he works, This does 
not mean giving the name of the firm for which the 
person works, It means giving the kind or type of 
business or industry. 
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Examples: (1) Retail Shoe Store Not 
'Joe's Shoe Shop! 


(2) Steel Mill Not 
WL Bie Steel Cio, * 


In the case of students, housewives, unemployed, or 
persons unable to work enter a dash ( Lh abs aes 
column (6). 


Other Examples of Correct Entries; 


Occupation Industry 


Physician Own Office 
Owner Retail Grocery Store 
Carpenter Building Construction 


You will find a more complete list, giving examples of 
many different kinds of businesses and industries in 
Appendix II. Be familiar with this list so that you wild 
know what kind of entry to make in column (6). However, 
do not consult the list to find a correct entry during 
an interview, If you are in doubt about the industry, 
then record enough of what the respondent tells you so 
that an appropriate entry may be made at a later time, 


Column (8) = Made Trips. 


For the specific definition of a trip refer to that portices 
of this Manual concerned with Form V-18a, (The Internal 
Trip Report). 


In determining for each person listed whether or not they 
made trips, simply ask: ‘Did go any- 
where yesterday? Was the trip by automobile, truck, taxi, 
public transportation, or walking?' Certain types of travel 
are not counted as trips for our purposes, To complete 
entries in this column properly, you will need to go over 
the trip definition referred to above, Specifically, note 
that the only walking travel counted as a trip, is walking 
to work, Walking from work, or other walking is not counted 
as a trip at all, If the person made at least one trip check 
'yes.' If the person reports no trips as defined, check 'no,! 
Persons who were outside the Study Area for the entire travel 
day, would be regarded as making no trips in that we are only 
interested in trips within the Study Area, If the respondent 
cannot report for another person, check ‘Not Known’ until 
such time as an interview can be obtained, When the trip 
information is secured, change the entry from 'Not Known’ to 
either 'Yes' or 'No,' depending upon which applies, 
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Column (9) - Did You Make Any Trips While At Work? 


This question applies to each person who is reported as 
having made trips on Travel Date and who has a job, In 
determining for such persons whether or not they made 
any trips while at work, simply ask:  'Did 

make any trips while at work yesterday'? Remember that 
certain types of travel are not counted as trips for our 
purposes, The only walking travel counted as a trip is 
walking to work, If the person made one or more trips 
while at work, check 'Yes,' If the person reports no 
trips were made while at work, check 'No,' 


If the respondent cannot report for another person, check 
"Not Known' until such time as an interview can be obtained, 
When the trip information is secured, change the entry from 
"Not Known' to either 'Yes' or ‘No,' depending upon which 
applies, 


Column (10) - Did You Walk to Work on Travel Date? 


This question will be asked for each person for whom an 
occupation is reported that indicates he is employed at a 
job. Trips to be reported will be those walking trips made 
sPomeneme To lwork, . ineluded wale be: 


Walking trips: out)iof the block to work, 
Walking trips within the block to work, 
Walking within a building to work, such 
as the person who lives in the same 
building in which his shop or office 
is located, 
Works at home, such as the person who 
works at a trade or occupation in 
his own home, 


If the person walked part way to work, and rode part way, 
he will not be counted as having walked to work, This 
trip will be recorded for the type of transportation used, 


Je, oecvion IV Tripeoummany 


This section will be completed from trip data when 
all of the interview information is collected and the form 
is entirely edited with all errors and omissions corrected, 


a. item A, Reasons for Non-Interview or In- 
complete Report, Enter here a full expla- 
nation of the reasons for not obtaining a 
completed interview, This will aid in 
analyzing survey results, 


Bal ae 


If some items of information were not ob-= 
tained, explain here, 


be. Item B, Total Number of Trips Reported at 
This Address, Enter total number of trips 
reported at this address in the parentheses, 
Determine and enter the number of auto-driver 
tripselso. * tines sl -, anu are ise. = 
explanatory. The sum of entries for lines 
1, 2, and 3 should equal the sum of Items D 
and i din Sectdon’ 1. 


Co Item C, Number of Persons 16 Years of Age or 
Over, Enter the number of persons 16 years of 
age or over, Refer to column 3 ‘Age' to de- 
termine the number, 


Item C (1). Number of Persons 16 Years of Age 
or Over That Drive a Car, Refer to column S97 
Section II H and count the number of check marks 
in the 'Yes' column, Enter the total in Item c (1) 
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e, Item D, (Office Use Only). Make no entries in 
this item, 


4. Section IV - Administrative Record, 


Interviewer Enter your name after the word 
‘Interviewer >! 


Date Report Completed Fill in the date you completed 
your report, 


Calls Made Enter the date and time of each 
call, whether you talked to any- 
one or not, Briefly describe 
the result, 


Notes and Comments Use this space to enter notes 
about appointments made, call- 
backs, special situations, etc, 
Enter any comments or explanations 
that might be helpful in review- 
ing the schedule in the office, 


Supervisor's Comments This space is for supervisor's 
use only. 


The remaining items are for office use only. 
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C. FORM V-18a - INTERNAL TRIP REPORT, 


ie T.General, 


This form will be used to record the basic data 
of the survey, the Trip Information, While the utmost 
care is to be exercised in recording ALL information, 
here extreme caution must be used, It is imperative 
that the interviewer be constantly alert for signs that 
indicate travel that the respondent has not recalled, 
You will learn to ask additional questions to remind 
the respondent of trips they might forget. The respondent 
May not consider, for instance, the fact that her little 
boy went to the playground with a neighbor as a trip. If 
we overlook just one trip in every 10 dwellings, the over- 
all information lost would reach staggering proportions, 


2. Heading Items, 


ae Sample No. Sample number is an eleven digit 
number which identifies the general location 
of the sample unit, and the line on the 
Interview Assignment sheet on which the address 
to be interviewed is listed, It is so designed 
that each sample address will have a unique 
number, and can be easily identified and located 
in records, Sample number appears in the first 
column of your Interview Assignment sheet, 


You will note that the term ‘Travel Date' is 
frequently used, A calendar showing the codes 
assigned to the days for which travel data is 
being collected will be found in Appendix I 
'Travel Date Calendar,' 


Travel Date is the day for which trip data is 
being collected, It is defined as beginning 

at 4:00 A.M. one day and as ending at 4:00 A.M. 
the following day. For example, when inter- 
viewing on Wednesday to obtain trip information 
for Tuesday, include all trips between the hours 
of 4:00 A.M, Tuesday and 4:00 A.M. Wednesday. 


The travel day is defined as above so that it 
will begin and end at a time when travel is 


lightest, 


DO NOT MAKE ENTRIES IN THE CODING BOXES in the 
heading or trip data items, 
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De 


pecific Instructions for Completing 


Trip Data Items, 


Columns A. B. and C, DO NOT MAKE ENTRIES IN 


Peete Reet, PEDEtatslaiaaee ann) 


COLUMNS A, B, and C, 


Column D = Person No, Record trip information 
for only those persons for whom there isa 
check in ‘Yes’ in column of Section IIT of 
Form V-16 


° 


Enter the person number from Section III, 
column 1, that corresponds with the trip 
maker, For instance, the head would be 

number 1, In recording his trips a *1" would 
be placed in column D on each line used to re- 
port a trip of the head, 


It is not necessary to obtain the trip informa- 
tion in the order that the persons are listed 
in Section III. Thus, ifsyou choose, \youlmay 
list first the trips of person 3, or 4+, Re- 
port first for those persons whose trip in- 
formation can be obtained at the first call, 


Column EB - Trip No. *Youwill use one line Tor 
each trip made, The first trip each indi- 
vidual makes is always numbered ‘1,’ and the 
subsequent trips are numbered consecutively 

in the order in which they were made. 


In the event that a trip is recalled out of 
order, record it when mentioned, and renumber 
the trips for that person so that they fall 
in chronological order, It is not necessary 
to erase and re-enter the trip in sequence, 


Trip Definition, A trip is defined as one 
way travel from one place to another which 
takes the person outside of the block in 
which the travel started, and which is made 
via one of the designated modes of travel, 
An exception to this definition is in the 
case of walking trips to work, 


Stops Directing Route of Travel, All stops 
that @lter the route of travel will be con- 


sidered as the end of one trip and the be- 
ginning of another, For instance, travel 

for such purposes as a salesman or doctor 
making calls, transacting business at a bank, 
discharging or picking up a passenger at school, 
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or at “his work, shopping; visiting a friend, or 
eating a meal, should be considered as deter- 
mining the end of one trip and the beginning 

of another, 


Stops En-Route, Intermediate stops which do not 
alter the route of travel to some other destina- 
tions will be counted as determining the desti- 
nation of one trip, and the beginning of another, 
if the activity or purpose can be coded accord- 
ing corthe, 'Trip Purpose' code at. the bottom of 
the form, with the exception that certain minor 
purposes are excluded, 


Examples of En-Route Stops Not Included: 


StOps to avoid conilict. with traitic 
on to comply with police or traffic laws, 


A person stops to exchange buses, and 
buys a newspaper while waiting for the bus, 


A person runs out of cigarettes, or 
gasoline, and stops to buy some, 


Driver stops to pick up or discharge 
a hitch-hiker, 


Examples of On-Route Stops Included: 


Driver regularly picks up a fellow 
worker on the way to work, 


Driver stops to do the grocery shop- 
pane on shops: for setelevision set. 


Passengers Having Interrupted Trips. Sometimes 


a passenger may be in a car which is stopped 
by the driver for purposes which do not direct- 
ly involve the passenger, That is, he (the 
passenger) may not have any other purpose 

than to go along for the ride, 


Passenger trips, where the only purpose is to 
ride with a driver, (who may make several stops 
for his own purposes) will be recorded in only 
two segments; i.e., one trip will be recorded 
from the origin to the first stop made by the 
driver and one trip from the point at which the 
first stop was made to the passenger's destina- 
tion, The passenger's purpose will be recorded 
the same as that of the driver, 
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However, if a passenger has a purpose at any 
point in his trip other than to ride -- that 
is -- if he buys anything or does anything, 
that segment of the trip will be recorded and 
the appropriate purpose will be entered for 
the passenger's trip. 


A basic rule to use in recording passenger 
trips is this: if the passenger's purpose 

at the beginning (origin) and end (destination) 
of a trip segment is to ‘ride’ such a segment 
or segments of a passenger trip should not be 
recorded, Instead, continue to question the 
respondent about the passenger's purpose at 
each succeeding driver stop to determine if 

at some point he had another purpose, If so, 
this would be recorded as a trip. 


Round Trip, <A continuous round trip, a drive 
through the park, for instance, is considered 
as two trips, the destination of the first and 
the origin of the second being the farthest 
point reached on the outbound trip. 


Circuitous Trip. Certain occupations create 
trips of a circuitous nature involving several 
stops for a similar purpose, such as a doctor 
visiting his patients, a traveling salesman 
visiting his customers, an insurance salesman 
or real estate agent in the course of his work, 
and other similar occupations, Travel of this 
nature is important in a city, and in order to 
portray it clearly, each stop should be re-= 
corded as the destination of one trip and the 
origin of the next, In some instances the 
person may tell you that he cannot remember 

all of his stops yesterday, because they 

were too numerous, In such instances ask the 
respondent to try to recollect these trips 

by starting with the time he left home, Ask 
where he went from home, complete the informa- 
tion for that trip, then ask where he went 

from there, and so on, until all trips are 
accounted for, Most people will remember their 
trips with a littie help and some probing questions 
on your part, 


For door-to-door salesmen, using a car in their 
work, it is not necessary to record each small 
move between calls in a given area, However, 

if he drives his car from one area to another area 
more than a block away, record this travel as a 
Crip. 
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Certain Trips Are Excluded, 


Type of Transportation, Trips made by 


bicycles, motorcycles, scooters, wagons, 
farm tractors, boats, horse-drawn vehi- 
cles or on horseback are not to be re- 
ported, 


Public Transit and Commercial Vehicle 
Trips, Trips by the, drivers of taxis, 
buses, streetcars, trucks, etc,, made 
while driving such vehicles in the 
course of their day's work, should not 
be reported on the trip report form, 
because information concerning such 
trips will be obtained by other means, 
However, any trips which they made in 
going to and from work, or after work, 
should be reported, 


Trips Entirely Outside of the Survey Area, 


Trips which begin and _end outside of the 
survey area, will not be reported, 


Example: A man goes to Milwaukee to 
pick up a friend, They then 
go to Kenosha and from Kenosha 
return to Waukegan, The trip 
from Milwaukee to Kenosha would 
not be reported, while the other 
two trips would be reported, 
When in doubt as to whether a 
trip is wholly outside of the 
survey area, include it, A de- 
termination will be made during 
coding. 


Truck Driver's Trips at Work, Trips made by 
truck drivers or their helpers at work will be 
picked up by other means, Do not report them, 
However, if a man drives his own truck, ora 
company-owned truck to and from work, or after 
work, you should treat these as trips, 


Certain Walking Trips, Walking trips to work 


are counted as trips, but walking trips from 
work will not be reported, All other walking 
trips will aE be reported on Form V-1l8a, 


Columns F and G - Origin and Destination, 


Origin and destination refer to the points 
where each person making a trip actually 
Starts oreends the trip, such as a person's 
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home, an office, a store, theater, bank, school, 
factory, etc,, and does not refer to points 
where person must walk to board a streetcar or 
bus, or to where the automobile is parked, In 
other words these inquiries refer to the origi- 
nal starting point and the ultimate destination 
of the specific trip being recorded, 


For trips beginning or ending at the sample 
dwelling unit the word 'Home' may be entered ' 
to save time, 


When the description of the location of the desti- 
nation of a trip is the same as the point of ori- 
gin of a subsequent trip, a diagonal line may be 

drawn from Col. G down to the next line in Gola 


For any other location within the survey area you 
must be more specific, In general, an acceptable 
description of an origin or destination which is 
inside the survey area, will be one which will 
permit coders to pin it down to the exact block, 


For origins and destinations outside the survey 
area, the name of the city or township is 
sufficient, except where the origin or desti- 
nation is an industrial plant. In this case, 

the address or name of the plant will be obtained, 
Include the name of the state, where the desti- 
HavLonaLs CUtLslde: Ole lignois, 


The best description, therefore, would include: 


Street Number 
Street Name 
City or Piace 


ALWAYS RECORD THE NAMB OF THE CITY, OR PLACE, 
EVEN THOUGH IT MAY APPEAR OBVIOUS TO YOU, 


If vague answers are given, try by careful 
questioning to get the respondent to recon-= 
struct the trip, Don't pe satisfied with a 
vague answer until you are certain that you 
have pinned it down as closely as you possibly 
can, 


If the exact street number is not known, try to 
determine the name of the nearest street, and 

the side of the street ('north side,' 'west side,' 
etc, and NOT 'right side'), 
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Then try to establish the name of the nearest 
cross-street, and the direction of the place 
from this intersection, 


Example: North side of Wood Avenue 
West of Birch Avenue 
Waukegan, Illinois 


Or, if you can get the intersection on both 
sides of the place, you will accomplish the 
Same result, 


Example: North side of Wood Avenue 
between Birch and Staben Ave, 
Waukegan, Illinois 


Or, if the origin or destination is a well 
known place, this will be perfectly accepta- 
ble, providing you distinguish it from other 
places having the same or similar names, 


Example: Abbott Laboratories 
North Chicago, Illinois 


Another acceptable description would be the 
numerical range within which the address 
falls, providing this range extends only 
one block, 


Bxamples_& In 1300) block of 
North Genessee 
West side of street 
Waukegan, Illinois 


If the street name iis not known, try to de- 
termine the nearest intersection the res- 
pondent recalls, and attempt to obtain the 
direction and the number of blocks from 
this point , and if possible,.the direction 
the, streetimuns; side of street, etc, 


As a last resort, in the case of vague res- 
ponse, after describing the location as best 
you can, obtain the full name of the person 

or place visited, If the interview is 

running smoothly and the respondent can easily 
consult a telephone directory or other personal 
records, you may be able to pin down the loca- 
tion by asking her if she could look it up, 
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Dros Going to or Coming from Outside Survey 


Area, A person intending to leave the survey 
area by airplane, or train, may be taken to 
the station or airport by automobile, bus, 
taxi or street car, In these cases the trip 
should be considered as ending at the station 
or airport, and the location of the station 
should be entered in Column G, 


A person's trip, when arriving by airplane 
or train from out of the survey area, would 
be recorded in a similar manner, In this 
case the station or airport would be listed 
inv Coley ha) as) Che toriecin: 


For persons who left the survey area by auto- 
mobile, record the ultimate destination, such 
as Kankakee, Springfield, St. Louis, etc, 

The boundary of Lake county defines the survey 
area, If you are in doubt about whether or 
not a given point is inside or outside the 
survey area, obtain full information as if it 
were inside the area, so that a decision can 
be made at a later time, 


Intersections as Origins and Destinations, 
Some origins and destinations will be given 

as intersections, Try tovidentify which 
corner of the intersection the person visited, 
You should also be aware that in telling where 
they have been, people may give the nearest 
main intersection, even though they know they 
actually went two or three blocks away from 
this point, and can report the exact place 
visited, 


Recording Technique, 


i, Record the full name of the street 
or avenue to distinguish it from any 
other with a similar name, 


ii, Some streets are numbered in two 
directions from some central point, 
thus, there may be a 505 North 
AshVand? and. am505 South Ashiand, 

Be certain to include such designa- 
tions as 'West" and ‘East’ or ‘North! 
and 'South' when it is an essential 
part of the address, 
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A large installation having more 
than one entrance should show not 
only the name of the place, but 
also the street from which the 
persons entered, gate identifica- 
tion, etc, 


Care should be taken to give the 
location of prominent places which 
would be confused with others; for 
instance a Kroger Store, a Walgreen 
Drug Store, etc, Do not assume 
that it is the nearest ore, or that 
the coders will know which one is 
referred to, Ask the respondent 
Loreits Locationeand récord it. 


Whenever the destination of one trip 
is different from the origin of the 
following trip, enter the reason for 
the difference in the space at the 
bottom of the trip report or attach 
a note, 


Example: Man walks from work to 
a store, and then takes 
a bus home, The trip 
from work to the store 
would not be reported, 
since it was a walking 
trip. An appropriate 
comment would be: ‘'Be- 
tween trips 1 and 2 
walked to store,’ 


Examples of incorrect descriptions, 


Description Difficulty 
Grand Ave, Street name only 


Waukegan, Ill, is not enough 


225 Elm Street City Not Shown 


American Can Insufficient 
Co. Description 


Walgreens on There may be 


Madison several such 
stores 


we TY Se 


Sally's Frocks Which Side of 
on Green Bay the street? 
Rd, between 

Deerpath and 


Vine, Lake 

Forest 

224 Genesee, Was that North 
Waukegan or South Genesee? 


Column H - Trip Purpose, For entries to be 
made in column H consult the ‘Trip Purpose! 
code at the bottom of the form, IF YOU ARE 
UNABLE TO FIT THE SITUATION INTO THE GIVEN 
CODES, OR ARE IN DOUBT ABOUT A DECISION YOU 
HAVE MADE, INDICATE THE ITEM AND EXPLAIN 
FULLY IN SECTION IV OF FORM V-18 ‘NOTES AND 
COMMENTS, ° 


This is a most important part of the schedule 
because it provides a clue as to why a trip 

is made, It is essential that this be correct- 
ly and accurately determined for each trip. 


Definition of Trip Purposes, 


Code 1 Home - This is the usual place of 
residence of the trip maker, Persons 
living in summer cottages may use 
this temporary residence as home, 
Also, transients in hotels or motels 
may use their night's lodging place 
as 'Home' for the day on which travel 
is performed, 


Code 2 Work - The major occupation of a 
person is classified as 'Work,' 
Most persons have a fixed place of 
employment, Trips made in the course 
of a person's regular: work are classi- 
fied as a 'Work' purpose, 


Code 3 Shop - Refers to trips made for the 
purpose of shopping for goods or the 
purchase of goods, This will include 
shopping at establishments where 
merchandise is sold, 


Code 4 School - Refers to trips by students 


to school, Trips by teachers, or 
school employees, are to ‘Work,' 
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Code 5 


Code 6 


Code 7 


Code 8 


Trips to school dances or sporting 
events are 'Social-Recreation," In 
the case of college students who live 
in dormitories, trips made to their 
quarters are trips to ‘Home,' 


Sociai-Recreation - Refers to trips 
where no business is transacted or 

no personal business is involved, but 
are instead, for social or recreational 
purposes, Includes trips made to 
social meetings, lectures, for cultural 
purposes, as well astrips to attend 
parties, visit friends, and for golf- 
ing, ball games, bowling, fishing, 
movies, vacations, etc, Will include 
trips made to church activities which 
are social in character, Trips made 

to regularly scheduled church services 
will be recorded as '7,' Personal 
Business, 


Bat Meal - Refers to a regular meal, 

It does not include stops for refresh- 
ments or light lunches which is better 
coded as 'Social-Recreation,’ <A trip 
home for the purpose of eating a meal 
(a man comes home from work for lunch) 
is to ‘Bat Meal' rather than to "Home,' 


Personal Business ~ Refers to trips made 
to transact personal business where no 
goods are involved, but only services, 
or, beauty shop, to pay a bill, or obtain 
repairs, Includes trips for medical, 
dental, legal, or other professional 
services or consultation, Includes 
trips to church services, <A trip to a 
hospital to visit a friend or relative 
is a social trip, and a trip made by a 
doctor to see a patient is a work trip, 


Serve Passenger - Refers to transporta- 
tion service rendered to a passenger, 

For example, if a man's wife drove him 

to his office and then dropped the 
children at school, the wife would have 
made wo trips to serve passengers; 

one trip to drive her husband to work, 

and one,trip to drive the children to 
school, NOTE: <A. trip purpose of "Serve 
Passenger’ can only be reported for trips 
made by drivers, except if the passenger's 
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purpose in accompanying the driver is to 
drive the car home, the passenger's 
purpose should be recorded as '8, Serve 
Passenger, '! 


Code 9 Change Mode - Refers to a change in the 
mode of transportation and applies to 
that portion of the trip necessary to 
reach the point where a change in means 
of travel occurs, For example, a person 
going to work drives his auto toa 
railroad station, parks his auto, and 
takes the train to a station near his 
office, then takes a bus to his office, 
Three trips are involved here, For 
the trip by auto, the purpose is from 
‘Home’ to ‘change mode of travel’; 
the second trip is from ‘change mode 
of travel’ (railroad) to 'change mode 
of travel’ (bus); the third trip is 
from ‘change mode of travel’ (bus) to 
WOT rou 


Trips to a railroad station or airport 
at which point a train or plane will 
be taken out of the survey area, will 
be recorded as trips to ‘change mode, 
The portion of his journey from the 
station or airport to his place of 
destination, even though outside the 
study area, should be recorded, 


Transfers from one bus to another bus 
are not to be considered as a change 
in mode of travel, Only the beginning 
and ending of the entire trip in which 
the same mode is used should be re- 
corded as the origin and destination 
of, that’ trip, 


Column J - Land Use, Land use refers specifi- 
cally to the type of establishment or kind of 
place at which a trip begins and ends, A 
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question "From what type of place or kind of 
establishment did this trip start’? and "Ag 
what type of place or kind of establishment 

did this trip end'? should obtain the informa- 
tion needed, In some cases, such as trips 
starting from home, the answer to kind of 

land use at origin is self evident (residential), 
Always ask, however, if there is any doubt, 

For shopping trips obtain kind of store such as 
"Drug Store,’ ‘Grocery Store,’ 'Meat Market, 


Sas a 


‘Department Store,’ ete, Obtain kind of 
factory (what do they manufacture); kind of 
office -- law, dental, insurance, government, 


Be as specific as possible, 


For example, if a woman says she 

is going to a store, ask her ‘What 
kind of store,' or if a woman says 
‘that her husband works in a shipping 
room, ask her ‘What does the company 
do where he works'? If a woman says 
her husband works in a factory, find 
out what they make, This will give 
you the answer as to the type of es- 


tablishment, 


Some general rules should be kept in mind as 
given below, 
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If a trip is made to a residence which 
is used only part of the year, enter 
the land use as ‘seasonal residential’ 
or ‘summer home,’ 


When there are several activities in 
one establishment, enter the principal 
activity of the establishment, For 
example, 


A woman goes to a restaurant at 
Marshall Field's, Enter land use 
as ‘department store’ rather than 
‘restaurant' because that is the 
principal activity taking place 
at that establishment, 


When there are several establishments 
in One building, enter the land use 
of the establishment, and not of the 
entire building, For example, 


A woman goes to a florist shop 
which is located in a hotel 
building, Enter land use as 
‘retail florist.' The retail 
florist is a separate establish-=- 
ment from the hotel even though 
it is in the same building. 
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iv. The type of company may not be suffi- 
cient, because a company may carry on 
several kinds of activities, For ex- 
ample, 


A woman goes to a ticket office 
of an airlines company in the 
Loop, Enter the land use as 
‘airlines ticket office." Do not 
enter this as airport building or 
simply airlines company, The 
function in this case is that of 
a ticket office, In all cases be 
as specific as possible, 


Exception 


ve If you think an activity (such as piano 
teacher or doctor's office) is taking 
place in a residence, ask if the activi- 
ty is being carried on in a dwelling 
or in a residence or in a house, If it 
is, enter as ‘piano teacher, in a resi- 
dence! or ‘doctor's office, in house,* 


When the tripmaker was picked up and/or 
dropped off at a street corner, or in 
mid-block, if the corner at which such 

a trip begins or ends is a bus stop or 
cab stand enter 'Bus Stop’ or 'Cab Stand!’ 
in the Land Use Item, 


Otherwise, enter 'Passenger Pick-Up’ or 
‘Passenger Drop,' 


Land Use must be entered for every trip 
If in doubt as to what entry to make, 
explain in notes and comments or attach 
a piece of paper, and refer to Person No., 
Trip No., and Item -- then describe the 
situation, This is an extremely im- 
portant part of this survey and must be 
precisely recorded, An arrow may be drawn 
from Land Use at Destination of the first 
trip to Land Use at Origin of the second 
trip in cases where the Destination of the 
first trip is the same as the Origin of 
the second trip. 


ge Column K - Time of (Start-Arrival)., Enter the 
exact time, as nearly as possible, of the start 
and end of each trip, Enter the time in the 
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appropriate place to indicate whether it is 
A.M. or P.M, Enter the time in hours and 
minutes, such as 9:45, 2:10, etc, When a trip 
begins or ends at 12:00 o'clock, enter ‘noon' 
or 'midnight,' whichever is applicable, 


Obtain the time as you interview, Be on the 
alert for inconsistent responses, such as an 
hour trip in one direction and a ten minute 
trip in the other direction with the same 
distance apparently being covered, 


Column L - Mode of Travel. Enter in Column L, 
the code number of the mode of transportation 
used from the list titled "Mode of Travel’ at 

the bottom of the form, All modes of travel 

for which trips are to be reported will be 

placed in one of these nine (9) categories: 

1, auto driver; 2. auto passenger; 3. rail- 
road; 4, transit, bus; 5, taxi passenger}; 

6, truck passenger; 7, school bus; 8, walked 
to work; 9, worked at home, : 


In the case of a truck driver, making a trip to 
and from work, or after work in a truck, record 
mode of travel as ‘auto driver.’ The mode of 
travel of a truck passenger would be '6.' The 
mode of travel for taxi drivers who use the taxi 
after work would also be coded as '1', ‘auto 
driven, ! 


A trip made by a truck or taxi driver during 
work would not be reported on this form at all, 


Column M - (AUTO DRIVERS ONLY) No, of Passen 
Including Driver, If the trip maker was the 
driver for a particular trip, enter the number 
of people in the car, In determining the number, 
inekude*the driver and all other persons, re= 
gardless of age, There should never be a zero 

in this column for a driver trip, since the 
driver is always counted as one person, Since 
all drivers are coded as ‘1" in column L, mode 

of travel, wherever tyou have a -'l' in column L, 
you must have an entry in column N, 


ere 


Note that no entries in this column will be made 
if the trip maker is a passenger, 
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Column N - Route Sample, Enter an 'X' in this 
column for the first auto driver trip, Addi- 
tional information about the route of travel 
from origin to destination for this trip will 


be recorded on the Supplementary Data Sheet, 
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VI, THE INTERVAL CHECK 


A. PURPOSE AND MEANING OF THE INTERVAL CHECK, 


A procedure for locating housing units missed in listing 
is called the ‘interval check,' The procedure is simply one 
of checking the space between the sample address and the succeed- 
ing address to determine if there are any living quarters in the 
space, It is extremely important that this check be made in the 
interval between every sample and succeeding address, It is very 
important to insure that all housing units in a selected segment 
have been identified and listed for inclusion in the home inter- 
view sample, 


B, HOW IS THE INTERVAL DETERMINED? 


For each sample address to be interviewed, the address of 
the preceding housing unit and the address of the housing unit 
succeeding (following) the sample address is listed on the Inter- 
view Assignment, The middle address is always the sample or 
interview address, The preceding and succeeding addresses desig- 
nate housing units immediately adjacent to the sample address, as 
determined from listing records, These addresses will aid in 
locating the housing unit selected for interview, 


The preceding and succeeding addresses are determined by 
the type of residential area and buildings in which living quarters 
are found and the order in which listing is done, A copy of the 
original listing of the segment will be attached to your Interview 
Assignment, Form V-17. 


C. HOW TO CHECK THE INTERVAL, 


i "Areas of Single Family Houses, 


In these areas, the sample and succeeding addresses 
will usually be separate structures with different house 
numbers, In such cases, you would check (1) whether there 
was more than one housing unit at the sample address, and 
(2) whether or not there were any living quarters between 
the interview (sample) address and the succeeding address, 


a. otructures Containing Several Housing Units, 


In such cases, the sample and succeeding addresses 
may be in the same structure, For example: Sample address 
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is floor 2, and succeeding address is floor 3, If more 
than one housing unit was.» found on floor 2, the addi- 
tional housing unit or units found would be recorded on 
your Interview Assignment, 


You may find the sample address listed as floor 1 
of a three-floor building, 505 Black St., and the 
succeeding address listed as floor 14y 509, Black iSi< 
The interval here would be floors 2 and 3 at 505 Black St, 
and 509 Black St. Any housing units found in this interval 
will be reported, 


3. Other Cases, 


In some cases, you may find that the Form V-17, 
Interview Assignment, has the entry, 'no succeeding 
address,' This occurs when the sample address happens 
to be the last dwelling unit listed in a segment, The 
interval to check for the cases for which no succeeding 
address is given would be the space between the sample 
address and the end of the segment as shown on the 
segment list, 


REPORTING ADDITIONAL UNITS FOUND, 


All additional units found in the interval check will be 
recorded on Form V-17, Interview Assignment, and will be inter- 
viewed to complete the Housing Unit Summary and Internal Trip Re- 
port for the Travel Date specified, 
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i VII, ADMINISTRATIVE POLICIES, FORMS, AND PROCEDURES 


A. YOUR JOB -- RULES AND RESPONSIBILITIES, 


We our Pay. 


You will be paid on the basis of a bi-monthly period, 
Your pay will be based on five (5) day week, eight (8) hours 
per day. You will be paid for time spent in training, De- 
ductions will be made from your pay for withholding tax, 


2, Travel, Telephone, and Carfare, 


Automobile mileage will be authorized for miles driven 
on official business at the rate of $,08 (eight cents) per 
mile, Official mileage will start at the point of your first 
interview, Mileage will be allowed for necessary travel from 
that point to make the assigned calls, and callbacks in order 
to complete interviews, 


Mileage will not be allowed for travel to drive home 
Or tO .a restaurant for lunch and.return to the next interview 
address, as that is considered personal business, Mileage 
will be allowed from home to complete evening callbacks and 
return home, Parking expense is included in the mileage 
allowance, 


Telephone calls on official business (to your super- 
visor, to make appointments, to complete missing information 
on schedules, etc.) will be reported on your Daily Report. 
Reimbursement will be made at approved rates, 


Carfare used in performing your duties will be allowed 
under the same rules specified for claiming auto mileage, 


3, Receipt and Care of Supplies, 


You will be supplied with a portfolio which will con- 
tain the forms and other supplies necessary for your work, 
The portfolio is to be used in your daily work, It will not 
be necessary to carry in it, on any one day, any more blank 
forms than will be required for that day's work, 


Keep blank forms not in use and those already filled 
out, but not yet turned in to the District Office, in a safe 
place where they will not be accessible to unauthorized 
persons, If additional copies of any form are needed, obtain 


ep 


them from your supervisor, At the end of the survey, you 
are obligated to return all materials issued to you, This 
will include, among other things, portfolios, mechanical 
pencils, all forms, and letters of identification, 


4. Interpreters, 


In the case of an occasional family that does not 
speak English, or any language which you can speak, you can 
usually get along without the aid of a paid interpreter, 

If you cannot make a particular respondent understand what 
is wanted, call upon some other member of the household, 

If no member of the household can understand the questions 
and if the respondent doesn't object, the unpaid assistance 
of some meighbor who does speak the language needed should 
be obtained where possible, If the services of an interpre- 
ter seem necessary for the proper interviewing of a con- 
siderable number of families, report the facts to your 
Supervisor, 


5. Confidential Treatment of Information, 


You are forbidden to communicate to any person who 
is not an employee of the participating agencies, any in- 
formation obtained by you in the discharge of your official 
duties, Neither should this information be discussed with 
other interviewers unless there is official necessity to do 
SO. 


Be particularly careful, when interviewing a house- 
hold, that no other person can read the entries you have 
made for any unrelated persons, You are not permitted to 


show anyone other than authorized personnel of the partici- 
pating agencies the schedules that you have filled out or 


to retain copies of the schedules or of any information from 
them, Completed schedules must not be placed where un- 
authorized persons may have access to them, 


6. Selling or Soliciting Not Permitted, 


You are not allowed to combine with your work as 
interviewer any other occupation, such as collecting in- 
formation for directory publishers, soliciting subscriptions 
to newspapers or magazines, or selling or advertising any 
article whatever, 


7. Improper Activities, 


During the course of your interview with respondents, 
you are not allowed to engage in any activity or discussion 


oe 


which is not directly related to the work of obtaining the 
LoLOrmMavlonarequirecd i nathnesinverview., | Lou may not. for 
example, leave any cards or other literature or discuss 
any matter relating to non-survey activities, charitable 


work, ‘special causes! of one kind or another, or political 
candidacy for public office, 
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APPENDICES 


FORMS USED IN INTERVIEWING 


ie eee ee  *9 % 5} hal ee ee. a 44 


Seo rlcuetas 


“ ——se 


Ml USSU EMnOF 


rite eat 


RALPH R. BARTELSMEYER 
CHIEF HIGHWAY ENGINEER 


OCCUPANT 


STATE OF ILLINOIS 


DEPARTMENT OF PUBLIC WORKS AND 


W. J. PAYES, JR.. Director 
DIVISION OF HIGHWAYS 


OFFICE OF DISTRICT ENGINEER 
595 SOUTH STATE STREET 
ELGIN 


Dear Householder: 


Our representative will call at your home on 


to secure needed information in connection with the 


in Lake County. 


This information is necessary to aid your 
in planning the kind of highways and transportation 
your needs and the needs of all the citizens in the 


A certain number of homes have been selected for interviewing. 


BUILDINGS 


traffic survey now underway 


State and local governments 
facilities that will serve 
Lake County area. 


Yours 


is one that was chosen, and you can perform a valuable public service by giving 


your complete cooperation to our representative when he calls upon you. 


following facts will be requested: 


iS 


Information about all trips taken by persons in your house- 
hold, five years of age or older, made on the day just before 


the above date. 


The following facts about each trip (even short ones to shop, 
to school, to visit, to work, or for other purposes): 


(a) The time and place each trip began 
(b) The time and place each trip ended 


(c) How the trip was made (car, bus, taxi, etc.) 
(d) The purpose for the trip (to shop, to go to 


work, to make a social visit, etc.) 


Ask our interviewer to show his credentials. 


questions he asks. 


Then, please answer 


By furnishing this information you will be helping your 


government to provide better highways and public transportation. 


Thank you very much, 


Ak 


R. Bartelsmeyer 
Chief Highway Engineer 


Mi, 18, nlsieuyers 


Lake County Superintendent of Highways 


he DeLee  DELector 
Lake County Transportation Study 
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Form V-18b 


8/62 
LAKE COUNTY TRANSPORTATION STUDY 
HOME INTERVIEW SURVEY 
SUPPLEMENTARY DATA 
SAMPLE NO, TRAVEL DAY DATE 


I, ROUTE OF TRAVEL OF THE FIRST AUTO DRIVER TRIP REPORTED, 
(Enter line number from Internal Trip Report ) 


II, WHAT STOPS WERE MADE AT THIS ADDRESS BY VEHICLES NOT OWNED OR REGULAR- 
LY OPERATED BY HOUSEHOLD MEMBERS ? 
(Example: Milk, laundry and other deliveries, visits of friends, 
salesmen, etc.) 


PURPOSE OF STOP TIME, OF STOP 


III. WHAT IS THE SIZE OF THE LOT ON WHICH THIS HOUSE (APARTMENT, TRAILER) 
IS LOCATED? 


ee a 


Form \-19 


LAKE COUNTY TRANSPORTATION STUDY 


Dear Householder: Date 


| found no one at home when | called today to obtain information to be used in a traffic study 
of Leake County. Itis very important thot | contact you as soon as possible. 1 will call 


CIQGINT ON ee eer Ot ee ee 
Day Time 


If it is not possible for you to see me at this time, please note below when an adult member of 
this household will be available to see me and PLEASE LEAVE THIS CARD IN A CONSPICUOUS 
PLACE. 


My telephone number Is 
should you prefer to call and arrange an appointment. 


AN ADULT MEMBER OF THIS HOUSEHOLD Thank you. 
WILL BE AVAILABLE 


Interviewer 


Form V-20 
8/62 


LAKE COUNTY TRANSPORTATION STUDY 
INTERVISWER'S DAILY REPORT 
INTERVIEWER WORK DATE 


SECTION I WORK COMPLETED 


Number of Interviews 
Partly Not 
eapeeal) Ase mice 


Boe al a ee Es Pe Oy nee) 


Assignment Number 


Number 


Enter Assignment Number(s) of completed assignments mailed or delivered 
tonthesottice today 


SECTION It TRAVEL EXPENSE RECORD 
1. Automobile Speedometer START END MILES 
Readings 
START END MILES 
START END MILES 
2. Total miles claimed today for official travel miles @ 84 


3. Itemize telephone expense below, 


4, Hours worked today @eoseeeeertreeeensvenseeoeseoeoeeesreenseeertreseseoeene 


CERTIFICATION 
Mecentaiy that 2 have worked tne hours, driven the miles and 
incurred other expense itemized above on official bLasiness, 


a ek Signature 
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